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ABSTRACT 

The integrated learning activities in this guide were 
developed by a committee of educators from Osceola District Schools, 
Orange County Public Schools, and Valencia Community College 
(Florida) for a tech prep curriculum. Included are 32 
communi cat ions-related activities, 30 mathematics activities, and 10 
science activities. Each activity includes the discipline and/or the 
specific course for which it was designed. The topic, competency, and 
goal are specified, as well as the needed student preparation, 
materials needed, a description of how to implement the activity, 
what assessment might be done, the resources used for development, 
and who developed the activity. Examples of the topics are as 
follows: creating graphs and an explanation of the information in 
them; writing an essay on a topic based on the Cable News Network 
Business Daily Report; producing a thesis appropriate to issues of 
business and industry; international faxing; preparing for a job 
interview; developing a resume; gathering and analyzing information 
and analyzing information to build a swimming pool; using algebra to 
calculate drug dosage; calculating voltage; calculating the time it 
takes an object to fall; calculating prices based on inflation rates; 
using radioactive isotopes in medicine; and time value of money. 
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INTRODUCTION AND OVERVIEW 



The Tech Prep Consortium of Orange County Public Schools, Osceola 
County Public Schools, and Valencia Community College was funded through a 
federal demonstration grant for the Integration of Vocational and Academic 
Learning and was received in 1993. The integrated curriculum activities were 
developed to meet the first objective of the grant proposal: to increase cross- 
departmental and inter-institutional faculty cooperation through the development 
of integrated vocational and academic curricula at the postsecondary level. 

The members of the consortium had previously worked together in the 
development and implementation of Tech Prep programs. From this 
involvement, the members of the consortium identified integrated/applied 
learning as: 

• Not changing what we teach, but how we teach 

• Maintaining a strong academic content 

• Being team-oriented 

• Having multi-disciplinary connections 

• Exposing students to real-life applications of academic and technical 
principles 

• Having business and industry involvement 

The Consortium members believe the need for creating integrated 
learning possibilities for students is essential in today’s educational systems. 
Business and industry leaders have been telling educators that the employees of 
today and the future must not only have good technical skills, but must have the 
ability to think through a situation, diagnose a problem and respond with good 
judgment, and have self-control and autonomy. Integrated learning provides 
today’s students with the opportunity to experience these situations in the 
classroom, enabling them to gain the competitive edge in the workplace of the 
future. 



The model developed by this Consortium started with the expectation that 
graduates of postsecondary institutions would possess sound academic and 
technical backgrounds equipped with the skills and knowledge needed for 
success. For this reason, communications, math, and science were considered 
the disciplines that would have the greatest impact on student learning and were 
therefore selected as the subject areas where curriculum could be developed 
that would integrate concepts from the technical disciplines. The goals of the 
Integrated Curriculum were to: 

• Improve the quality of secondary and postsecondary education 

• Plan, design, implement, and evaluate integrated technical education 
and academic learning 

• Develop a model for national replication 
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• Develop the integrated/applied curriculum by utilizing “real life 
situation” strategies and/or “applied instruction” 

• Develop the integrated learning activities in the communications, 
mathematics, science, and technical education disciplines 

The methodology utilized for the development of integrated learning 
activities began with the identification of appropriate administrators, faculty and 
staff from each of the three educational systems as well as interested members 
from the business and industry community. The individuals from the educational 
settings were selected because they expressed an interest in the project, were 
identified as leaders in their discipline, and were considered to be individuals 
having the ability to influence peers in order to bring about academic change. 

The selected group of administrators, faculty and staff from Orange 
County Public Schools, Osceola Public Schools, Valencia Community College, 
and the business community first met for a one and one-half day staff 
development workshop. The purpose of this workshop was to enable individuals 
to begin thinking about their own values and beliefs related to the development 
of integrated/applied curriculum, to present information related to the changing 
needs of business and industry, to identify education’s responsibility in meeting 
the workforce needs, and to address learning and teaching styles. 

At this first workshop the integrated curriculum activity committees were 
established for the purpose of developing the learning activities. A committee 
was established for each of the three disciplines: communications, mathematics, 
and science. The membership of each committee was comprised of public 
school and community college faculty from the disciplines and faculty from 
appropriate technical disciplines; for example, nursing faculty were on the 
science committee, electronics faculty were on the mathematics committee, and 
business faculty were on the communications committee. 

Following this initial workshop, the committees had several monthly 
meetings. The purposes of the committee meetings were to: 

• identify the topics to use for curriculum activity development 

• increase the representative secondary and postsecondary members 
awareness of what was currently being taught 

• identify the current teaching methodologies used in various courses 

• identify what learning content the communications, mathematics, and 
science disciplines could apply to the specific technical areas 

• divide the membership into teams, of at least two, for the actual 
collaborative development of integrated learning activities. 

The rationale for establishing teams of at least two individuals, with one 
representing the academic discipline and the other representing the technical 
discipline, was to encourage a greater cohesiveness across the disciplines and 
to provide an opportunity for learning from one another. Although the end 
product of this collaborative work was the actual integrated learning activity, the 



more important product for the consortium members was the process of learning 
from one another and the focus on how to teach the activities rather than what to 
teach in the activities. 

This project and the development of the integrated learning activities did 
not proceed without its challenges. The first challenge was to address the 
concern for the need to maintain a strong academic focus without ‘watering- 
down’ the curriculum. This challenge was met as a result of the increased 
understanding of integrated/applied learning through the discussions which took 
place between the academic and technical faculty. 

A second challenge was to integrate authentic tasks rather than forced 
activities. This challenge was met, again as a result of collaborative team work 
between members of at least two disciplines working together to better 
understand the ‘real life’ implications for the specific discipline. 

A third challenge to overcome was in defining “real life situations" and 
determining what learning activities will best help a student apply learning to a 
“real life situation”. This was a challenge which the educators struggled to fully 
understand and implement. However, one activity many educators had the 
advantage of participating in was the “Educators in Industry" program. This 
program facilitated postsecondary faculty’s understanding of the relationship 
between their subject areas and real-life application through visitations to 
business community sites. 

The final step for the committees was to develop a format for the 
integrated learning activities. What follows in this document are the developed 
activities designed for instructor use. The communications-related activities are 
designated with a C-1, C-2, etc., and likewise for mathematics, M-1, etc., and 
science, S-1 , etc. Each activity includes the discipline and/or specific course for 
which it was designed. The topic/competency/goal is specified as well as the 
needed student preparation, materials needed, a description for how to 
implement the activity, what assessment might be done, the resources used for 
development, and who the developers of the activity were. 

It is hoped you will utilize these learning activities as you facilitate the 
learning process for your students. Make alterations in these activities as 
needed. Please feel free to make as many copies as needed. Additionally, 
feedback as to the success or lack of success when using these strategies, 
would be greatly appreciated. The faculty who developed each activity are 
available for further inquiry. 
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Integrated Curriculum Activity 
# C-l 



1. 


Discipline/Course Unit: 


Freshman Composition I 


2. 


Related Disciplines: 


English 

Humanities 






Speech 

Public Relations 






Advertising 

Economics 


3. 


Topic/Competency/Goal: 


Students will learn to use research skills, communication 
skills, and applied strategies as could be found in a 
business-related environment. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Computer 

Printer 

Transparencies (optional) 



2. Preparation for Activity/Prerequisite 

Background research on Michelangelo, Da Vinci, Bernini, to use 
during this activity. 
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B. 


Description of Integrated Learning Activity: 




Students are given a job assignment to create the publicity for an art | 

show that will feature the work of Michelangelo, Da Vinci, and Bernini. 1 
They will work in the LRC to gather the data to support the news j 

releases and promotion materials. B 




Students will compete for the job of publicist for one of the artists. 
They will create an oral presentation promoting the artwork in which 
they must thoroughly describe the content, style, media, and suitable 
interpretation. 




Students will write copy that will represent the sale of the artist’s work. 
The copy will be designed for a newspaper article, a brochure, and a 
magazine ad. 


C. 


Assessment: 




A panel of “experts” will judge the creativity and credibility of each 
piece of the promotion proposals. 


5. Instructor Resources/References: 




Trovka’s Handbook for Writers. 3rd ed 
Culture and Values 
Western Humanities 
Related economic and advertising texts 
Library research 
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6. Integration of Technical/Academic Courses: 

Students will learn about the artists and their historical time while promoting 
the talent of these artists in a 20th century format. They will use work studied 
in a humanities class and apply it to the skills taught in a communication course, 
a speech course, and an economics course. 



7. Developed by: 



Date Developed/Revised: December 1995 



Carol Ancona 

Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-2 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

Office Skills 

Computer Word Processing Skill 
Research in LRC 



3. Topic/Competency/Goal: Students will draft, revise, edit and produce a letter 

expressing personal concerns to the editor of a magazine 
or an elected official requesting action. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Computer 

Printer 

Monitor 



2. Preparation for Activity/Prerequisite 

Magazine selection of an essay for submission or identification 
and address of selected official with background research of 
issue to be addressed. 
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B. Description of Integrated Learning Activity: 



After selecting a magazine and writing an essay meant for that 
publication, students will write a letter to the magazine editor submitting 
the essay. In the letters, students must discuss how and why the theme 
and purpose of the essay were developed, what are its exceptional 
points, and why it should be published. The essay is attached to the 
letter and submitted to a peer writer/editor assigned by the instructor. 
The student-editor reads the essay and responds in a business letter that 
the magazine would like to publish the essay with the following 
revisions. A revised essay is turned in by the author for grading; then, 
submissions are actually sent to the magazines. 

Alternative: students select a government official or business executive 
to whom they will send a request for action on an issue of the student’s 
choice. After revision and editing, letters are mailed to the officials. 



5. Instructor Resources/References: 



C. Assessment: 



Evaluation of letters to the editor or government official. 




Troyka’s Handbook for Writers. 3rd ed. 
Library research 



Guide to Periodical Literature 
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6. Integration of Technical/Academic Courses: 

Workplace skills in written and oral communications are reinforced as students 
interact with editors in publishing fields, business leaders, or government 
officials. In most cases, students will receive responses from the officials 
contacted and often, the actions requested become a reality. 



7. Developed by: Date Developed/Revised: December 1995 

Don Tuthill 
Laurel Williamson 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 



3 



O 



15 



Orange County Public Schools • Osceola District Schools • Valencia Community College 



Integrated Curriculum Activity 
U C-3 



Discipline/Course Unit: Freshman Composition I 



Related Disciplines: 



English 

All Technical Areas 
Computer Science 
Business Math 



Topic/Competency/Goal: 



This activity will develop the students’ ability to employ 
various modes of discourse. The focus of this lesson will 
require students to demonstrate a comparison and 
contrast of data and then effectively communicate in 
written narrative a summary of the variations of data. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to computers and appropriate software 



Preparation for Activity /Prerequisite 
Knowledge in using software 



1 
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B. Description of Integrated Learning Activity: 



Choosing a topic from business or technical course content, students 
will generate a graph depicting contrasting data. After creating the 
graph, they will exchange with another member of the class. After a 
study of the information given, a written narrative will be produced 
describing the variations in the data represented in the graph. 



Both content of information depicted in graph and written narratives 



Troyka’s Handbook for Writers. 3rd ed. 

Access to and knowledge of computer software that will produce graphs in 
various forms such as pie charts, bar graphs, and line graphs 



C. Assessment: 




5. Instructor Resources/References: 



2 
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6. Integration of Technical/Academic Courses: 

This assignment requires group interaction and replicates tasks the student will 
be asked to do in the workplace. They must be able to create a graph depicting 
information in an accurate and easily understood visual. They will then analyze 
and write the comparisons/contrasts of the information in narrative form. 



7. Developed by: 



Date Developed/Revised: December 1995 



Rick Rietveld 

Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-4 



1. Discipline/Course Unit: Freshman Composition I 

Unit 5 

Exploring Modes of Discourse: The Comparison/ 

Contrast Eassy 
Assignment 



2. Related Disciplines: Computer word processing skills, peer editing 

techniques, organizational skills, writing, speaking and 
listening skills, office skills, i.e., use of telephone and 
fax machine, research skills, collaborative learning, time 
management 



3. Topic/Competency/Goal: Gather, organize, shape, revise and edit work to produce 

a Comparison/Contrast essay which both informs and 
provides information. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Fax Machine 
Telephone 

Computer/printer/monitor 



O 
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2. Preparation for Activity/Prerequisite 

Select two movies or two plays to attend. Review 
organizational patterns for a Comparison/Contrast essay. 
Complete background research on authors of works, director, 
actors, etc. 



B. Description of Integrated Learning Activity: 

After classroom discussion of organizational structures of the 
Comparison/Contrast essay form, and the selection of two productions 
to attend, students attend productions. In class, students discuss both 
productions. Working in small groups they develop several thesis 
statements. Students present various thesis statements to class, using 
overhead projector for ELMO. The class— as a result of the discussion, 
—chooses (1) a thesis and (2) an organizational plan to use when 
writing the comparison/contrast essay. Research material is 
incorporated in outline. First draft is written using a computer, all 
drafts are revised and saved. Peer editing requires each student to fax 
drafts to another student. In turn, each peer editor returns draft to 
author by fax. Students prepare an executive summary. Each student 
presents his/her executive summary to the class. Essays are graded by 
the instructor. (Critical Thinking skills: analysis, summarization, and 
evaluation. Writing skills.) 



C. Assessment: 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers 

Freshman Composition I text. The Bedford Reader, for research, both on-line 
and CD Rom. 

Instructor provides support, coordinates activities facilitates class discussions, 
grades final essay. 
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6. Integration of Technical/Academic Courses: 

Writing a comparison/contrast essay requires effective writing skills. Using 
research, gathering information, first hand reporting, i.e., attending productions, 
working in small groups, coming to a group consensus, giving presentations, 
providing executive summaries, and using the fax machines, etc., mirror the 
kinds of assignments and activities students can expect to find on the job. 

Being involved in the process of writing the essay also becomes a learning 
experience. 



7. Developed by: Date Developed/Revised: December 1995 

Grace Kehrer 

Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-5 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

Physical Education 
Social Science 
Art 



3. Topic/Competency/Goal: This activity will challenge students to think logically, 

read effectively and efficiently, gather information, and 
use these skills and the products thereof to help them 
plan, write, and edit a documented essay. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Books, periodicals, note cards, paper, pens, pencils, 
highlighters, television with tape recorder, audio tape recorder, 
word-processing equipment and appropriate program 



2. Preparation for Activity/Prerequisite 
Students must: 

Attend a Magic basketball game and/or study Magic basketball 
films. 

Interview at least one or more Magic basketball players and one 
coach, manager, or other team administrator. 

Interview at least one newspaper or magazine sports writer and 
radio or television sportscaster. 

Read “The Black and White Truth About Basketball,” The 
Bedford Reader. 5th ed. 



1 
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B. Description of Integrated Learning Activity: 

1 Students will research, plan, write, document, revise, and edit a 
documented essay in which they analyze the style of play of the 
Orlando Magic (or any other team) to classify Magic style as 
either black or white or a combination, using as a source for 
definitions of these two styles, Jeff Greenfield’s “The Black and 
White Truth About Basketball,” a section in The Bedford 
Reader. 5th ed. 

2. Teamwork is implicit in the activity. Students would collaborate 
on the project as a team, in groups of 2, 3, or 4 as they schedule 
interviews and time to plan and write, to procure money and to 
find time to attend Magic basketball games or watch them on 
television, use library resources effectively and efficiently. 

3. After gathering information from all sources, students will 
organize and share knowledge in collaborative class sessions. 
They will analyze basketball and basketball teams as social 
organizational systems that constantly monitor and correct 
performance by all involved to compete successfully. 



C. Assessment: 

Periodic evaluation of the process and final evaluation of the product, 
the 1,000- word documented essay 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 
Learning resources concerning NBA basketball 
Orlando Magic basketball history 
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6. Integration of Technical/Academic Courses: 

In this activity, students learn to draw inferences and conclusions from evidence 
and to use those inferences and conclusions as springboards to collect more 
evidence. The study of the team as a social organizational system, interviews 
with management and players, and research in hard-copy sources allow students 
to understand the complexity of decisions in such systems. The culminating 
product of the documented research paper emphasizes skills needed in both the 
process and product of the entire activity. 



7. Developed by: 



Date Developed/Revised: December 1995 



Don Tighe 

Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-6 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

Social Science 
Computer 



3. Topic/Competency/Goal: This activity involves organizational, computer, 

interpersonal, communication, listening, research, and 
collaborative learning skills as students work in groups 
to brainstorm and place items in priority order for an 
essay on a topic based on the CNN Business Daily 
Report. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Paper 

Pens 

Pencils 

Computer 

Audiovisual Equipment 
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2. Preparation for Activity/Prerequisite 

Discuss and practice free writing technique, discuss 
organization of an essay, work in groups and small group 
dynamics, review reference sources for essay. 



B. Description of Integrated Learning Activity: 

After a general discussion of narrative and descriptive essay forms and 
brainstorming techniques, have students bring in examples of either 
form from current publications. Discuss common elements to be found 
in all examples. Using model from text, have students work in groups 
of three to four students to complete the same analysis for the text 
model. Discuss findings. 

Have students work in same small groups to brainstorm possible topics 
for a similar essay. Have groups make a final topic selection and 
brainstorm the selected topic. Each group will elect a spokesperson. 
Using an overhead projector or similar audio visual equipment, the 
spokesperson will present the group’s findings. As time permits, have 
each group write out an outline for an essay and share with the class. 
Once the topic has been selected and brainstormed, the outlines are to 
be prepared on the computer and copies of each outline printed for 
everyone in the class. 



C. Assessment: 

Evaluation of the process and final product 




26 



Orange County Public Schools • Osceola District Schools • Valencia Community College 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 

Instructor may want to model the small group, brainstorming process 



6. Integration of Technical/Academic Courses: 

This activity uses strategies used by business in problem solving in the 
workplace. Collaborative learning with content from a business perspective 
increases the level of student performance in the classroom and, eventually, on 
the job. 
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Integrated Curriculum Activity 
# C-7 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

Psychology 
Mathematics 
Graphic Arts 
All Technical Areas 



3. Topic/Competency/Goal: Critical thinking, research, organizational skills, 

interview techniques, mathematical computation, and 
writing and drafting skills will be needed. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Word processor 

Paper 

Pen 

Drawing paper or photography equipment 



2. Preparation for Activity/Prerequisite 

Student will prepare a list of needs assessments for the job site, 
making a drawing or taking a picture if applicable and making a 
list of the other disciplines necessary to complete a finished 
idea. 
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B. Description of Integrated Learning Activity: 

Students will design or develop a project which will improve their job 
site. They may improve on a working condition, improve a physical 
aspect of a plant, or improve upon an organizational problem at the job 
site. The students must name the end product of their goal; they must 
write a description of what the problem is and the steps that they would 
take to solve the problem. The students must detail all the disciplines or 
areas that are needed to create the solution including mathematical or 
drafting computations, color requirements or other physical or aesthetic 
changes they would make. The students should list the knowledge areas 
required to finish the task and any technology that would be needed. If 
the student has no job site, he or she may use a place often frequented. 
The final product will be a 500-word paper stating the problem in exact 
detail and talents or technology used to accomplish the solution or 
improvement. This final product may include drawings, graphs, or 
charts. 



C. Assessment: 

Periodic evaluation of the process and final evaluation of the product, 
the 500-word essay. 




2 



29 



Orange County Public Schools • Osceola District Schools • Valencia Community College 



S. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 
Information on vocational and career videos 



6. Integration of Technical/Academic Courses: 

This activity is collaborative, multi-disciplinary, and applies to a career- 
oriented function. It also requires effective research, critical thinking, and 
effective writing skills using the tools of technology. 
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Integrated Curriculum Activity 
# £18 



1. Discipline/Course Unit: Freshman Composition 



2. Related Disciplines: English 

Psychology 
Mathematics 
Graphic Arts 
Related Technical Fields 



3. Topic/Competency/Goal: Students will develop an idea from several ideas of 

other professionals in a field. Research and persuasive 
writing techniques will be used in composing a well- 
organized, structured paper. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Pen 

Paper 

Word processor 
Several magazines 

Newspapers or other research materials particular to any career 
or field of interest 
Writer’s handbook 
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2. Preparation for Activity/Prerequisite 

Students will need to find several articles or ideas about some 
phases of a career field which are of opposing viewpoints on 
any subject related to the field. The articles may be about the 
field in general, education necessary to function in the career, or 
some controversial technique or technology related to the field. 
These articles will need to be cited as documentation. 



B. Description of Integrated Learning Activity: 

Students will develop a graphic organizer using the pros and cons or 
opposing viewpoints about some phase of their career field or field of 
interest. The subject can be related to a job that they already do or one 
for which they are preparing. The viewpoints in the articles must focus 
on a specific topic or technology and all articles must be no more than 
four-years-old. The viewpoints must be listed on the graphic organizer 
and cited. The student will then create an introductory paragraph 
forming a new thesis about the subject. The student may create a one- 
sided thesis or one that presents both ideas. After the introductory 
paragraph has been peer edited, the student will do an entire paper on 
presenting the ideas that he or she formulated. 



C. Assessment: 

Peer editing and professor evaluation will be used. 



2 




32 



Orange County Public Schools • Osceola District Schools • Valencia Community College 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 



6. Integration of Technical/Academic Courses: 

The students will choose how much of the technical part of a career field they 
wish to use in the paper, reinforcing critical thinking skills and decision making 
The academics are addressed through the writings of a well-organized, sound, 
structured paper that draws from experts’ ideas. 
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Integrated Curriculum Activity 
# C-9 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

All Technical Areas 
Computer Science 
Business Math 



3. Topic/Competency/Goal: This activity will develop the students’ ability to employ 

various modes of discourse. The focus of this lesson 
will require students to demonstrate division of data and 
then effectively communicate in written narrative a 
summary of the relationship of divisions. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to computers and appropriate spreadsheet software 



2. Preparation for Activity/Prerequisite 

Knowledge in using spreadsheet software 
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B. Description of Integrated Learning Activity: 

Choosing a topic from business or technical course content, students 
will generate a spreadsheet using information on the topic. After 
creating the spreadsheet, they will exchange with another member of the 
class. After a study of the information given, a written narrative will be 
produced describing the relationship between the divisions represented 
in the spreadsheet. For example, if an automobile dealership wants to 
see the relationship of contacts of their sales staff to the number of cars 
sold by each associate, the division information would be compiled on a 
spreadsheet, and a summary of data written in narrative form. 



C. Assessment: 

Both contents of spreadsheet and written narratives 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Access to and knowledge of computer spreadsheet software 
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Integration of Technical/Academic Courses: 

This assignment requires group interaction and replicates tasks the student will 
be asked to do in the workplace. They must be able to analyze divisions of 
information and express that analysis in narrative form. 
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Integrated Curriculum Activity 
# C-10 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

All Technical Areas 
Computer Science 
Business Math 



3. Topic/Competency/Goal: This activity will develop the students’ ability to employ 

various modes of discourse. The focus of this lesson 
will require students to demonstrate the ability to 
classify data and then effectively communicate in 
written narrative a summary of the relationship of 
classifications. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to computers and appropriate database software 



2. Preparation for Activity/Prerequisite 

Knowledge in using database software 



1 
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~ ; 1 
B. Description of Integrated Learning Activity: 

Choosing a topic from business or technical course content, students 
will generate a database of information on topic broken into various 
classifications. After creating the data bases, they will exchange 
database with another member of the class. After a study of the 
information given, a written narrative will be produced describing the 
relationship between the classifications represented in the database. For 
example, if a drafting firm is contemplating a large purchase of 
computers, the database might classify the company’s needs, the 
features of various computer brands, and the cost involved. 



C. Assessment: 

Both contents of database and written narratives 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Access to and knowledge of computer database systems 
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6. Integration of Tecbnical/Academic Courses: 

This assignment requires group interaction and replicates tasks the student will 
be asked to do in the workplace. They must be able to analyze the classification 
of information and express that analysis in narrative form. 



7. Developed by: 
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Integrated Curiculum Activity 
*. C-ll 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: 



English 

Computer Science 
Business 



3. Topic/Competency/Goal: The primary purpose of this activity is to proofread an 

essay and correct grammatical and mechanical errors. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to computer and word processing software 



2. Preparation for Activity/Prerequisite 

Students must determine how much time to allot for drafting, 
typing, and proofreading their essay to be used in this activity. 
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B. Description of Integrated Learning Activity: 

Students will pair together as peer editors to proofread each other’s 
essays for correct grammatical and mechanical usage. To accomplish 
this, the students will use computer based grammar and spell checkers. 
Students will demonstrate the following computer skills: file saving, 
disk writing, disk loading, use of grammar and spell checkers, and 
printing. For the final product, the students will produce a corrected 
document. 



C. Assessment: 

Evaluation of the process and final document 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Access and knowledge of appropriate word processing software 




2 



41 



Orange County Public Schools • Osceola District Schools • Valencia Community College 



6. Integration of Technical/Academic Courses: 

In this activity, students select appropriate word processing packages. In using 
these, basic skills in working with programs such as spell and grammar checks 
are reinforced. It also reinforces interpersonal skills as students evaluate 
suggestions and make corrections to their work. 
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Integrated Curriculum Activity 
# C-12 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

Computer Word Processing 
Social Science 



3. Topic/Competency/Goal: The primary goal of this assignment is to introduce 

students to the importance of collaborative learning in 
preparing a document. Students will complete this 
activity using the computer and peer collaboration in the 
problem solving process that typifies strategies used to 
solve problems in business and industry. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to computer and appropriate software 



2. Preparation for Activity/Prerequisite 

Students will need to be familiar with computer software and 
must be able to use a computer mail or bulletin board system. 
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B. Description of Integrated Learning Activity: 



Students will collaborate in using mail and bulletin board systems to 
research a current issue in business and industry. After gathering 
information, students will write an editorial on the issue. They will 
collaborate with peer editing before sharing their views of a computer 
mail or bulletin board system. 



Instructor and peer assessment of editorials for validity, appropriateness 
and usefulness of the views presented. They will also be assessing the 
process. 



Troyka’s Handbook for Writers. 3rd ed. 

Access to and knowledge of computers, a variety of software programs, 
computer mail and bulletin board systems. 



C. Assessment: 



5. Instructor Resources/References: 
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6. Integration of Technical/Academic Courses: 

Basic skills will be reinforced through this activity because they will need to 
read and edit their peers’ editorials. They must be able to give constructive 
criticism and make tactful suggestions for corrections and improvements. 
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Integrated Curriculum Activity 
* C-13 



1. Discipline/Course Unit: Freshman Composition I 



Related Disciplines: 



English 

Computer Word Processing 
Social Science 



Topic/Competency /Goal: The primary goal of this assignment is for students to 

develop a thesis statement from a topic related to a 
workplace/workforce issue using a computer software 
program such as Word Perfect. 



Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to computer and appropriate software 

Preparation for Activity /Prerequisite 

Students will need to be familiar with writing thesis statements, 
what a thesis is, and how to compose one. They should also be 
familiar with the word processing software program that they 
will be using. 
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B. Description of Integrated Learning Activity: 

Thesis statement should be developed from such topics as: gender issues 
in the workplace, compensation issues, performance and evaluation 
issues in the work place. This will require drawing such issues from 
assigned readings and research of these issues in the workplace. 

Students will peer evaluate the thesis statements for clarity, support, and 
accuracy. 



C. Assessment: 

Periodic evaluation of the process and final instructor evaluation of the 
final thesis statements 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Access to and knowledge of computers and software programs 
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6. Integration of Technical/Academic Courses: 

Students will be perfecting their word processing skills while producing a thesis 
appropriate to issues of business and industry 
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Integrated Curriculum Activity 
# C-14 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: Literature 

Business 

Accounting 

Hospitality and Tourism 

Geography 

History 

Public Relations 



3. Topic/Competency/Goal: To develop a sense of the travel and tourism industry 

through the preparation of advertising material for a trip 
to a famous author’s homeland or to the setting of a 
literary piece. It will require research skills, critical 
thinking skills, problem-solving skills, communications 
skills, and a sense of the impact of history on travel. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Computer 

Printer 

Zerox 

Transparencies 



2. Preparation for Activity/Prerequisite 
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B. Description of Integrated Learning Activity: 

Students are to create a promotional package for a particular location. 
Students will start by selecting either the birthplace or living place of a 
prominent author. The student will make this location the destination 
for a travel client. 

Students will work in the library researching the geographic area 
selected and the relationship of this area to their writer. 

Students will interview travel agents to determine process for preparing 
a travel itinerary. The tour package will include pricing, routes, and 
activities. 

Students will create a promotional piece that will entice a traveler and 
provide specific background on the location. They will also prepare a 
three-to-five minutes oral presentation to enhance the written 
assignment. 



C. Assessment: 

Instructor evaluation of the process, presentation, and promotional 
written piece 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Literature: An Introduction to Reading and Writing by Edgar Roberts and 
Henry Jacobs 

Text for hospitality and tourism 
World atlas 
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6. Integration of Technical/Academic Courses: 

Students will learn about the tourism industry as it relates to a variety of 
positions from ground transportation to land packages. They will learn about 
the work and geographic location related to an important literary figure. They 
will apply problem-solving and accounting skills. 
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Integrated Curriculum Activity 
# C-15 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: Literature 

Science 

Communications 

History 

Computers 



3. Topic/Competency/Goal: To write a monster story that will compare and contrast 

the technology related to the creation of twentieth- 
century monsters with the creation of Mary Shelley’s 
Frankenstein . This integrated project will challenge the 
students to use creative thinking skills and an 
understanding of technology to answer the question: 
What/who are the monsters of the twentieth century? 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Computer 

Printer 

Zerox 

Transparencies 



2. Preparation for Activity/Prerequisite 

Students must read Mary Shelley’s Frankenstein . Students will 
also develop a focus centered on some aspect of technology 
today and the influence of that technology on society. 
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B. Description of Integrated Learning Activity: 

Students will read about Mary Shelley and the creation of her 
monster. They will need to develop a definition of a monster 
and decide if one can be a monster simply by nature or if 
society gives birth to the monster. Library research will be 
necessary to find related materials on Shelley’s work and recent 
interpretations of her thesis. 

Using resources from health-related courses, students will 
investigate the processes involved in invitro-fertilization and 
test-tube reproduction. They will use material related to these 
areas to define the life force within technology. 

The final product will be a conceivable, realistic, and well- 
documented narrative comparing and contrasting monsters of 
technology to that of Mary Shelley’s Frankenstein. 



C. Assessment: 

Final piece of writing will be analyzed for its explanation of the 
responsibilities of a creator 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 
Frankenstein by Mary Shelley 
Texts from science and health courses 
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6. Integration of Technical/Academic Courses: 

Students will learn about the relationship between time periods as seen through 
the eyes of a classical author and the student’s research from this century. 

They will learn that other disciplines need to be included in research to make it 
effective and credible. They will apply skills from communications, science, 
and computers to produce a conceivable, realistic, well-documented piece of 
writing. They will present a global view of historical vs. present-day 
technology. 
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Integrated Curriculum Activity 
# C-16 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: Economics 

Business 

Speech 

Accounting 

All Areas of Employment 



3. Topic/Competency/Goal: Students will learn to move from an independent mode 

of learning to a dependent one as they work as a team in 
a group project similar to conditions found in the 
workplace. Students will need to employ joint research, 
survey, compilation, synthesis skills as they create a 
' persuasive presentation. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Computer 

Printer 

Zerox 

Transparencies 
Overhead Projector 
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2. Preparation for Activity/Prerequisite 

Students will need to be assigned to a team and the team must 
select a company listed on the New York Stock Exchange to 
research during this activity. 



B. Description of Integrated Learning Activity: 

Students will be assigned as panels to research and discuss a company 
listed on the New York Stock Exchange. Their objective is to present a 
persuasive presentation about the benefit of investing in this company. 
Student will need to assign portions of the work to each group member 
with every member making a specific contribution to the final 
presentation. 

Students will need to learn some basic terms related to the stock market 
and investing business. They must be able to clarify these terms with 
definitions and examples for their clients. 

Students will synthesize information in preparing overheads or visuals 
that will help their clients draw the conclusions expected for the 
presentation. 



C. Assessment: 

Both peer and instructor evaluation of presentation and persuasive 
strategies will be done. 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Wall Street Journal 

Economic and business texts 

Variety of newspapers containing stock market report 
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6. Integration of Technical/Academic Courses: 

Students will learn that working in groups takes tolerance and teamwork. They 
will learn individual strengths and weaknesses within the group and how to use 
resources effectively. 
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Integrated Curriculum Activity 
# C-17 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: Communications 

Speech 

Literature 

Business 



3. Topic/Competency/Goal: Students will summarize, be selective in giving specific 

and concise information, and learn the planning process 
in creating an agenda for a business meeting to 
determine whether or not the work of an author will be 
published. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

A/V Equipment 

Computer 

Printer 

Zerox 

Anthology 



2. Preparation for Activity /Prerequisite 
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B. Description of Integrated Learning Activity: 

Students will select an author from an anthology who will become a 
client in search of a publisher for their work. Students will gather 
information from the library that will give thorough background data 
related to the author’s work. 

Students will plan and develop a strategy for a promotional 
presentation to the publishing panel. This strategy must then be 
condensed to fit the form of a meeting agenda consisting of an 
introduction, body, and conclusion. In synthesizing the strategy for the 
agenda, students will study various styles of meeting agendas used in 
business. 

Students will submit agendas and will demonstrate the procedures of 
their plan. 



C. Assessment: 

Students will be evaluated on their ability to be problem-solvers who 
can provide an organized approach to achieve desired results. 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Literature: An Introduction to Reading and Writing by Edgar Roberts and 
Henry Jacobs 

Applicable business writing text 
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6. Integration of Technical/Academic Courses: 

Students will learn about a literary figure while developing a relationship with 
the style and content of the author. They will use strategic planning and apply it 
to a working environment. 
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Integrated Curriculum Activity 
# C-18 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

Office Skills 

Computer Word Processing Skill 
Research in LRC 



3. Topic/Competency/Goal: Students will draft, revise, edit and produce a letter 

providing information derived from research in response 
to a written request for specific information. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Computer 

Printer 

Monitor 



2. Preparation for Activity/Prerequisite 

Students will need to research to find meaningful data to create 
response to a written request. Outside speakers or job 
shadowing assignments with local agencies would be helpful. 
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B. Description of Integrated Learning Activity: 

Students respond to a written request, ostensibly from out of state, for 
information concerning local hospitals, transportation real estate, 
schools, entertainment and/or job opportunities. The student will be 
responding as though he/she was a realtor. 



C. Assessment: 

Review of process and final written response 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Establishing contact or creating list of possible contacts with local agency and 
business partners 
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6. Integration of Technical/Academic Courses: 

Actual data must be obtained through research by the students. This project 
will emphasize the reality and complexity of a community in providing the 
information requested. 



7. Developed by: Date Developed/Revised: December 1995 

Don Tuthill 

Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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. II 

Integrated Curriculum Activity 
#. C-19 


1. 


Discipline/Course Unit: 


Freshman Composition I 


2. 


Related Disciplines: 


All discipline/employment areas 


3. 


Topic/Competency/Goal: 


Students will engage in activities and produce products 






involving higher order thinking skills. 



4. Integrated Learning Activity: 

A. Student Preparation 

L Materials, Supplies, AV Equipment 



Model such as attached Bloom’s Taxonomy of critical thinking 
skills 



2. Preparation for Activity/Prerequisite 

Knowledge of a word processing software program, grammar 
and writing rules 




1 



Orange County Public Schools • Osceola District Schools * Valencia Community College 



B. Description of Integrated Learning Activity: 

Using a text from a class writing or reading assignment, students will 
break into small groups of three to five, review the handout used as a 
model for higher order thinking skills, choose activities from the areas of 
knowledge, comprehension, application, analysis, synthesis, evaluation, 
and produce a product in each area related to the text. The activities 
and products such as films, court trial, survey, advertisement, song, 
diagram, report, scrapbook, puzzle, photographs, or diary are produced 
as a team effort. Each member of the team will be assigned to write one 
narrative telling about one of the products developed. The narrative 
although brief, must tell about the process, activities, and research used 
to develop the product as well as a description of the product along 
lines of a research abstract. 



C. Assessment: 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 
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6. Integration of Technical/Academic Courses: 

This activity requires students to use research tools, evaluate data, as well as 
capitalize on each other’s strengths in developing the final product. 



Developed by: Date Developed/Revised: December 1995 

Linda Mallinson 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-20 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: This activity is related to all discipline/employment 

areas 



3. Topic/Competency/Goal: To have students use work-related technology and 

become familiar with international communication 
conventions. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to Merriam-Webster’s Guide to International Business 
Communications by Toby D. Atkinson. Access to encyclopedia 
information on CD ROM or other resources such as written 
Cultural Grams or electronic information researched over the 
Internet or E-Mail. Access to a fax machine. 



2. Preparation for Activity/Prerequisite 

Knowledge of international communication conventions and 
procedures to fax a document. 
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B. Description of Integrated Learning Activity: 

Business operations have become more global and communications by 
fax, phone, and written or electronic correspondence have become more 
international. This activity focuses on acquainting students with the 
information needed to communicate in this global society so that no 
embarrassing protocol errors are made. Students will use Merriam- 
Webster’s Guide to International Business Communications by Toby D. 
Atkinson as a reference. This book provides important information for 
addressing correspondence to 36 countries and country-specific 
traditions. Included is also information on selecting computer hardware 
for international use and trouble-shooting international phone and fax 
problems. Rules for addressing correspondence and explanations of 
customs are given. 



Team Activity : Students will work in pairs. Students will select a 
character from one of their reading assignments in Freshman 
Composition. The character selected must not be from the student’s 
native country. Students must also choose a character from a country 
different than their partner’s. 



Students will compose a one-page informational sheet about their 
character by completing the attached sheet. In order to complete the 
informational sheet, students must research basic information about the 
country that their selected character lives in including cultural facts and 
the proper way to address correspondence to that country. Merriam- 
Webster’s Guide to International Business Communications gives 
students the rules for addressing correspondence as well as explanations 
for correspondence customs. For example, it is explained that in Chile 
and other Spanish-speaking countries, individuals write their given name 
followed by their father’s family name and then their mother’s family 
name; therefore, people are referred to by the middle name on their 
business cards. Correspondence to Eduardo Sanchez Viejo should be 
addressed to Sr. Sanchez, not Sr. Viejo, and Sr. (Mr.) usually goes on a 
line by itself as the first line of the address. 



Students will fax their informational sheet to their professor and to their 
partner’s residence or to a public business such as a copy center with fax 
sending/receiving services. 
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C. Assessment: 

Individual (professor evaluation). Students will be graded according to 

the following: Grading Criteria for Assignment 

1 . Faxed informational sheet was received by both the professor 
and student by the deadline established. 

2. All information on the faxed information sheet is accurate. 

3. All requested information on the faxed informational sheet was 
completed. 

4. All information on the faxed informational sheet was free of 
grammatical, technical/mechanical, and punctuation errors. 

5. The narrative portion of the information sheet was written in 
correct person and good writing techniques were used. 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 



6. Integration of Technical/Academic Courses: 

Students working cooperatively must use various technology to gather and 
disseminate data. 



7. Developed by: Date Developed/Revised: December 1995 

Linda Mallinson 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-21 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: This activity is related to all discipline/employment 

areas 



3. Topic/Competency/Goal: To have students explore current topics in their potential 

field of employment; analyze, extract or infer 
information from reading; make associations between 
professional reading and assigned class readings; write a 
short grammatically correct paper. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Professional journals for the discipline area or field in which the 
student wishes to find employment. Access to a computer with 
word processing software. 



2. Preparation for Activity/Prerequisite 

Knowledge of a word processing software program, grammar 
and writing rules. 
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B. Description of Integrated Learning Activity: 

Individual Activity: Students read three articles from two professional 
journals in the field in which they wish to find employment and analyze 
the traits of the individuals in the articles or determine the traits an 
individual would need to have in order to successfully produce the 
results, method, event, or new procedure discussed in the article. Using 
the table feature of a word processing program then record these 
character traits (Example: patient, creative, caring, persistent, 
conservative, structured, unafraid, research oriented, people oriented, 
ability to work under pressure, ability to work unsupervised, ability to 
pay attention to detail, etc. 

Students analyze characters in the assigned readings for their Freshman 
Composition 1 class and select three who display the character traits 
entered in their table. Students select one character from the three and 
using word processing software write a one-to-two page paper 
justifying or hypothesizing why the character would be successful in the 
career or performing an event discussed in one of their professional 
articles. Student should use the spelling, grammar, thesaurus, and other 
features of the software. 

Team Activity : Students determine if they have selected some of the 
same characters from their class readings who have the character traits 
needed to be successful from their professional readings. Students make 
a matrix chart listing the professions they wish to enter at the top and 
down the side a combined list of the character traits from each 
members’ table of character traits. Students enter X’s in the table to 
indicate the similarities and differences of character traits needed to be 
successful in various employment fields. 



C. Assessment: 

Individual one-to-two page paper 
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5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 



6. Integration of Technical/Academic Courses: 

This activity promotes professional reading, encompasses skills needed for 
collaborative work, and calls for a final product produced with the use of 
technology. 



7. Developed by: Date Developed/Revised: December 1995 

Linda Mallinson 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 






U C- 22 


1 . 


Discipline/Course Unit: 


Freshman Composition I 


2. 


Related Disciplines: 


All disciplines and technical areas 


3. 


Topic/Competency/Goal: 


Students will understand and use outlining as a tool in 
writing and extracting the main elements of text. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to a computer with word processing software 



2. Preparation for Activity /Prerequisite 

Knowledge of a word processing software program 
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B. Description of Integrated Learning Activity: 

Individual Activity: Students will read different assignments from 
required reading in Freshman Composition, from business newspapers 
such as Wall Street Journal. Investors Business Daily. New York Times. 
or professional journals. Acting as a journalist for the local newspaper, 
they will use an outline to draft and write an article about the story. 
Students must write the article so that it is accurate, succinct, and 
includes all main information but leaves out flowery prose and 
repetitious details. The outlining, newspaper, column, spell check, 
grammatical check and thesaurus features of the word processing 
software should be used in the writing process. Students should save 
their original outlines. 

Team Activity: Students will exchange newspaper articles and make an 
outline from their colleagues’ newspaper article and then compare this 
outline to the original. 



C. Assessment: 

Student newspaper articles and collaborative process of using outlines 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 
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6. Integration of Technical/Academic Courses: 

After interacting in teams, students must apply technology to specific tasks 
while focusing on reading and writing skills. 



7. Developed by: Date Developed/Revised: December 1995 

Linda Mallinson 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
* C-23 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: All disciplines and technical areas 



3. Topic/Competency/Goal: Students will explore and make associations between 

current topics and assigned class readings; analyze, 
extract or infer information from reading; write a short 
grammatically correct paper. 

4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to a computer with word processing software 



2. Preparation for Activity/Prerequisite 

Knowledge of a word processing software program, grammar 
and writing rules 



1 
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B. Description of Integrated Learning Activity: 

Individual Activity : Students select a theme from one of their assigned 
readings for Freshman Composition such as business globalization, re- 
engineering and downsizing in the workplace, cultural diversity and 
valuing diversity in the workplace. Using graphic organizers such as 
mapping and webbing, students outline the causes (behavior of events) 
and effects (outcomes) related to the theme in the story. Students then 
read a current newspaper article, book, play, or see a movie that focuses 
on the selected theme and produce another graphic organizer showing 
causes and effects from that medium. Students then write a short paper 
about their selected theme and compare the causes and effects found in 
their assigned readings to those found in their outside reading or 
viewing. Word processing software should be used to write the paper. 

Team Activity : Without telling other team members their theme, 
students see if they guess the effects (outcomes) of events when given 
behavioral characteristics (causes). 



C. Assessment: 

Student paper. Peer editing and professor evaluation 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 
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6. Integration of Technical/Academic Courses: 

Students must understand the causes and effects of the workings of systems as 
they gather and analyze information and then express their findings in writing. 



7. Developed by: Date Developed/Revised: December 1995 

Linda Mallinson 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-24 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: This activity is related to all discipline/employment 

areas 



3. Topic/Competency/Goal: To have students explore current topics in their potential 

field of employment; analyze, extract or infer 
information from reading; make associations between 
professional employment requirements and assigned 
class readings; use business/computer applications; 
write a short grammatically correct paper. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Access to a computer with word processing software 



2. Preparation for Activity/Prerequisite 

Knowledge of a word processing software program, grammar 
and writing rules. Fundamental knowledge of a career field. 
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B. Description of Integrated Learning Activity: 

Individua l/Team Activity : Students break up into groups according to 
their majors or career interests. Their group assignment is to determine 
what positions would be necessary to staff a team related to their 
educational field. Examples: education -- administrators, technology 
coordinators, teachers; health — dentist, receptionist, technicians, 
nurses, doctors, etc.; business — office staff, maintenance staff; 
technology trainers, repair technicians, etc. Each student would write a 
job description for one or two positions. Students should use the 
spelling, grammar, thesaurus, and other features of the software. 

Students would review the job descriptions written individually and 
then as a group select characters from assigned readings in their 
Freshman Composition 1 course to fill each of the job descriptions. 



C. Assessment: 

Student job descriptions. Peer editing and professor evaluation 



5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

Kennedy, Kennedy and Aaron’s The Bedford Reader 5th ed. 



2 
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6. Integration of Technical/Academic Courses: 

Students must understand the social and organizational systems of their career 
field while using effective writing skills to produce job descriptions. 



7. Developed by: Date Developed/Revised: December 1995 

Linda Mallinson 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 






# C- 25 


1 . 


Discipline/Course Unit: 


Freshman Composition I 


2. 


Related Disciplines: 


All technical fields 


3. 


Topic/Competency /Goal: 


Student will use effective self-expression and writing 
skills to produce a resume and cover letter. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Computer software and hardware 



2. Preparation for Activity/Prerequisite 

Interviews with partners regarding all areas of a resume: name, 
address, phone number, education, experience, skills, awards, 
honors, membership in professional organization, and a list of 
references. 
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B. Description of Integrated Learning Activity: 



Students will compose a resume and a job application letter which will 
best represent an applicant’s abilities, interests, and talents. This resume 
will persuade the reader that the applicant is directed, qualified, 
experienced, and educated regarding the desired employment. The 
standard areas and format of a resume and job application letter should 
be used. 

This can be tied to technical areas and readings from course 
requirements by assigning the resume to be written for either an 
historical figure such as Alexander Graham Bell, or a current business 
personality such as Bill Gates or Lee Iacocca. 



Final letters and resumes assessed on a holistic scale in both technical 
and academic courses 



C. Assessment: 



5. Instructor Resources/References: 



Troyka’s Handbook for Writers. 3rd ed. 
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6. Integration of Technical/Academic Courses: 

This activity creates an awareness of personal attributes necessary for 
employment as it requires research of the challenges one faces in the workplace 
and demands effective written expression from the student. 



7. 



Developed by: 



Date Developed/Revised: December 1995 



Sally Cunningham 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-26 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

All technical areas 



3. Topic/Competency/Goal: Introduction to technical writing in the workplace will 

help learners realize that technical writing is done in a 
variety of settings. Students will be able to 
communicate clearly as they accomplish writing tasks. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Books 

Pen 

Paper 

Dictionary 

Newspapers 

Magazines 

Manuals 

Computers 



2. Preparation for Activity/Prerequisite 
Pre-test on technical writing terms 
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B. Description of Integrated Learning Activity: 

Student will be introduced to technical writing specifically the 
characteristics of accuracy, clarity, completeness, conciseness, 
organization, and correctness. They will study models of various forms 
of technical writing including sales letters, reports, memos, proposals, 
description, instructions, and training materials. 



C. Assessment: 

Selection of a technical form of writing and demonstrating effective 
characteristics 



5. Instructor Resources/References: 

Forlini’s Grammar and Composition 
Troyka’s Handbook for Writers. 3rd ed. 
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6. Integration of Technical/Academic Courses: 

Skills of technical writing will be integrated with content of technical courses in 
producing sales letters, reports, memos, proposals, descriptions, and training 
materials. 



7. Developed by: Date Developed/Revised: December 1995 

Sally Cunningham 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
U C-27 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

Business 

All technical areas 



3. Topic/Competency/Goal: The purpose of this activity is to teach students to 

compose a career portfolio which explores abilities, 
interests, and talents needed in a career choice. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Computer software 
Career manuals 
VCR tapes 
Interviews 



2. Preparation for Activity/Prerequisite 

Research career choice in a minimum of five sources; write a 
one-page explanation for this choice. 
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B. Description of Integrated Learning Activity: 

Students will select a fictional character from their reading and explore 
an occupation or career for this character. This exploration will require 
estimation time and preparation needed to obtain credentials for this 
career, comparing advantages and disadvantages of the career pursuit, 
and documentation of the exploration in a career portfolio. 



C. Assessment: 

Evaluation of portfolio for effective written communication and 
evaluation of process of career exploration 



5. Instructor Resources/References: 

Fear and Schiffhort’s Short English Handbook #3 

Forlini’s Grammar and Composition 

Kennedy, Kennedy and Aaron’s The Bedford Reader. 5th ed. 
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6. Integration of Technical/Academic Courses: 

Vocational exploration is required to create a career portfolio that has real 
world applications. 



7. Developed by: Date Developed/Revised: December 1995 

Sally Cunningham 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 



INFORMATIONAL SHEET 



Enter the following form on a computer and fill in the information requested. Fax the 
completed form to your professor and to your partner by the established deadline. 



Your Name: Your Partner's Name 



The Name of the Character you have chosen 

Character was taken from which story 

The character you chose lives In 

I used the following resources/books to complete this assignment: 



If you were going to send a letter to your character, how would you 
address the correspondence? 



If you wanted to communicate with your character using the phone, what 
time would you have to make the call so that your character receives it at 
midnight? 



If you wanted to electronically communicate with your character using a 
computer, how would you do so? 



Tell what the daily life of your character is like. Use first person. 
(Example, my name is Tina Pham. I live in Viet Nam where my day 
begins at 5:30 a.m.) Include information about family customs, religion, 
and education. Explain a little about the culture of the country that your 
character lives in through your narrative. 
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Integrated Curriculum Activity 
# C-28 



1. Discipline/Course Unit: Freshman Composition I 

Unit 5: Exploring Modes of Discourse: The Argument 
Essay 



2. Related Disciplines: Computer Skills 

Interviewing Skills 
(Listening, Speaking) 
Research Skills 
Interpersonal Skills 
Collaborative Learning 



3. Topic/Competency/Goal: Using interviews to establish points of view vis a vis a 

current topic of popular interest surrounded by 
misinformation. Gathering, organizing, shaping, and 
editing that information into an argument essay that 
explores more than one point of view. Writing a 
balanced argument essay, using facts and opinions 
, identified as such in the essay. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Recorder 

Computer 

Printer 

Monitor 

Review of the argument form 



O 
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2. Preparation for Activity/Prerequisite 

Library research on the chosen issue, for example: 
IMMIGRATION, i.e., The effect of U.S. immigration Policy on 
the number and ethnic make-up for the new immigrant; 
Stereotypical views held by Americans of the new Americans; 
Reasons immigrants want to come to the United States. 

Reasons given for limiting or expanding immigration quotas. 



B. Description of Integrated Learning Activity: 

In class, students will review the argument essay form. Students will 
bring in examples from newspapers, magazines, of argument essays. 
Working in small groups, students will analyze the examples drawn 
from contemporary sources, identifying form, content, and conventions. 
Students will brainstorm several “hot issues” and select one. Students 
will research that one issue and itemize the various aspects of that 
issue. Students will select one aspect of the chosen issue to become the 
subject of the argument essay. Working in small groups students will 
develop questions based on one aspect of the issue based on their 
research. As a class, students will select six to ten questions to ask 
interviewee about the subject. Students will record interviews with six 
people, querying them about the issue. The interview will be recorded. 
Based on the recorded interviews and library research, the draft essay 
will conform to the argument form analyzed by the class. Peer editing 
(either in class or by X between peer editor and writer) will carry the 
writing process to its conclusion, i.e., a balanced argument essay 
containing information, facts, and opinions gathered through the 
student’s research efforts and interviews. Students will prepare an 
executive summary to present to the class. Positions vis a vis the issue 
will most likely differ based on any number of factors including, but 
not restricted to, nature and quality of research and interviewee’s 
responses. Students will gain insight into the complex nature of an 
issue-based, argument, and, hopefully move away from accepting 
simplistic solutions for complex problems. 



C. Assessment: 

Evaluation of process and final essay 



ERIC 
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5. Instructor Resources/References: 

Troyka’s Handbook for Writers. 3rd ed. 

The Bedford Reader. 5th ed. 

Library and on-line research 

CD ROM indexes and mass media publications 

Instructor created timeline for project completion 



6. Integration of Technical/Academic Courses: 

This activity blends the argument essay form with effective speaking and 
listening skills in designing and implementing a plan of action, using tools of 
technology found in the workplace, and gives a hands-on experience with 
divergence of opinion and tolerance in problem solving. 



7. Developed by: Date Developed/Revised: December 1995 

Grace Kehrer 

Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-29 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: English 

All technical areas 



3. Topic/Competency/Goal: Introduction to technical writing in the workplace will 

help learners realize that technical writing is done in a 
variety of settings. Students will be able to 
communicate clearly as they accomplish writing tasks. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Books 

Pen 

Paper 

Dictionary 

Newspapers 

Magazines 

Manuals 

Computers 



2. Preparation for Activity /Prerequisite 
Pre-test on technical writing terms 
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B. Description of Integrated Learning Activity: 

Student will be introduced to technical writing specifically the 
characteristics of accuracy, clarity, completeness, conciseness, 
organization, and correctness. They will study models of various forms 
of technical writing including sales letters, reports, memos, proposals, 
description, instruction, and training materials. 



C. Assessment: 

Selection of a technical form of writing and. demonstrating effective 
characteristics 



5. Instructor Resources/References: 

Forlini’s Grammar and Composition 
Troyka’s Handbook for Writers. 3rd ed. 
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6. Integration of Technical/Academic Courses: 

Skills of technical writing will be integrated with content of technical courses in 
producing sales letters, reports, memos, proposals, descriptions, and training 
materials. 



7. Developed by: Date Developed/Revised: December 1995 

Sally Cunningham 
Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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Integrated Curriculum Activity 
# C-30 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: Office skills and all technical fields 



3. Topic/Competency/Goal: Students will engage in activities to prepare for an 

effective job interview. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Copy of Most Common Interview Questions (attached) 



2. Preparation for Activity/Prerequisite 

Student selection and research of company or career field for 
job interview 



O 
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B. Description of Integrated Learning Activity: 

Student will work with associate from Chamber of Commerce, 
Economic Development Council, or other business group to participate 
in a job interview. Students will research to prepare questions for an 
interview with a business/industry person about the job 
application/interview process in that career field and in so doing will 
then be prepared for a mock interview by that business person for a job 
with a particular company. 



C. Assessment: 

Interview conducted with business person and mock job interview by 
student 



5. Instructor Resources/References: 

John Kushner, How to Find and Apply for a Job. South-Western Publishing 
Truman Jackson’s Letter of Application & Resume. South-Western Publishing 
McCabe & McCabe, The Job Hunting Handbook. South-Western Publishing 
Troyka’s Handbook for Writers. 3rd ed. 

Resume Handouts, examples attached 
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The Most Common Interview Questions 



1. Tell me about yourself? 

2. How did you learn about this job? 

3. Why are you interested in joining our organization? 

4. What makes your believe that you are qualified for the job? 

5. What do you see yourself doing five years from now? Ten years? 

6. What are your long range career goals? 

7. How do you plan to achieve your career goals? 

8. Tell me about your education and training? 

9. Do you smoke? 

10. Tell me about jobs you have had? 

11. Which job duties did you like best? 

12. Which job duties did you like least? 

13. Why should I hire you? 

14. What are your three greatest strengths for this job? 

15. What are your three greatest limitations for this job? 

16. What kind of people do you like to work with? 

17. What machines or equipment can you operate? 

18. Why have you changed jobs so many times? 

19. Why have you been out of work so long?< 

20. Why did you leave your previous jobs? 

21. What salary do you have in mind? 

22. When would you be able to start work if you are hired? 

23. How do you handle pressure? 

24. Why do you think people succeed? Fail? 

25. What did you do on your last job? Tell me about your day? 

26. In one word, how do you describe yourself or in one word how would 
your past employer describe you? 






27. What do you know about our company? 

28. Are you willing to relocate? 

29. Are you willing to travel? 

30. What have you learned from your mistakes? 

31. In what ways do you think you can make a contribution to our 
company? 



THE FOLLOWING ARE SUBJECTS TO BE WARY OF IN THE JOB INTERVIEW: 
Your age 

Your marital status 

Your sexual preference or personal habits 
Your children (How many, ages, names) 

If you are pregnant 

Your credit history, amount of credit, current credit status ’ , 
Any pending lawsuits 
Your religion 

If you have ever filed for bankruptcy 

Your mental/medical history 

If you have every filed for Worker's Compensation 
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INTERVIEW TIPS 



The employment interview is your opportunity to communicate. In addition to being verbal, you 
will communicate in many other ways. Everything you do, all your movements, will add up to 
"body language." Make your body and all your actions say positive things for you. 



1 . 


Go alone. Arrive ten minutes early, no more. NEVER arrive late! 


2. 


Personal appearance and body language are VERY IMPORTANT. Sit up straight, 
don't cross your arms in front of you. Don't fidget, tap your feet, bite your nails, 
or click your pen. Don't chew gum or smoke. 


3. 


Greet the interviewer with a firm handshake, if the interviewer extends his or 
her hand, (don't be a wimp or try to be like Arnold Swartzenegger) 


4. 


During the interview, let the interviewer ask the questions. When the 
interviewer is finished, then you may ask any questions you may have. 


5. 


Avoid one word answers. Do not answer "yeah" or "nope". Answer questions 
completely, but avoid too much talking. 


6. 


Relax, smile and be yourself. Nothing will impress the interviewer more than 
spontaneity and sincere interest. 


7. 


Maintain eye contact. 


8. 


Express enthusiasm and interest in the job. Sell yourself whenever you get the 
chance. Be POSITIVE. 


9. 


c » 

ASK to be considered for the job if you really want it. 


10. 


Thank the interviewer for his/her time. 


11. 


Shake hands. 

QUESTIONS EMPLOYERS CANNOT ASK YOU! 


1 . 


Your sex, marital status, living with anyone, divorced or separated, when a 
divorce will be final, etc. 


2. 


Children, how many, how old, who cares for them, do you plan to have anymore. 


3. 


Physical information such as height, weight, handicaps, etc. (unless necessary 
for job in question) 


4. 


If you've ever been arrested, jailed or convicted of a crime(unless security 
clearance is a requirement) 


5. 


If in the military, what branch you are in, or if you received an honorable 
discharge. 


6. 


Any reference to age other than "are you over 18?" 


7. 


Do you own a home, rent, live in an apartment, etc. 



PRE-INTERVIEW CHECKLIST 



ATTITUDE-am I thinking POSITIVE & WINNER? 
OUTFIT— is it appropriate, pressed and clean 
TOUCH-UP MAKEUP, COMB, BRUSH? 

BODY SCENT— do I smell gooood? 

HAIR— clean and combed? 

HANDS— clean hands and nails? 

BREATH— would I pass the breath test?? 
MASTER APPLICATION— neat and complete? 
LIST OF TOUGH QUESTIONS, RESUME? 

BLACK PENS? 

TIME— enough to be early? 
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Integrated Curriculum Activity 
# C-31 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: Office Skills 

Computer 

All technical fields 



3. Topic/Competency/Goal: Students will engage in activities to write an effective 

resume. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Paper 

Pens 

Word processing software 
Models of effective resumes 



2. Preparation for Activity/Prerequisite 

Study of resume format and required information 




1 ' 
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B. Description of Integrated Learning Activity: 

Students will research a career or technical field for possible future 
employment. Students will prepare an effective resume for that career 
field and in so doing will identify personal strengths and abilities that 
would make the student a desirable candidate for a job with that 
particular company. 



C. Assessment: 

Completed resume 



5. Instructor Resources/References: 

David Eyler’s, Resumes That Mean Business. Random House 
Truman Jackson’s Letter of Application & Resume. South-Western Publishing 
McCabe & McCabe, Writing Effective Resumes. South-Western Publishing 
Troyka’s Handbook for Writers. 3rd ed. 

Resume Handouts, examples attached " 
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6. Integration of Technical/Academic Courses: 

Students will use research, critical thinking, and effective presentation skills in 
preparing resume for a particular career field. 



7. Developed by: Date Developed/Revised: December 1995 

Janet Cook 

Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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JANE C. SCHOOL 
400 Simpson Road 
Winter Haven, Florida 32755 
(407) 678-9123 

CAREER OBJECTIVE: To obtain long term employment with growth 

potential with a company where I can contribute 
my Culinary Art skills and abilities and my positive 
attitude for a successful future. 



McDonald's Restaurant 

1200 East State Road 434 
Winter Springs, Florida 32708 
(407) 365-5700 

John Callahan • Manager 



American Clubhouse Grill #1 

10750 Atlantic Blvd. 

Jacksonville, Florida 32216 

(904) 928-9940 

Sugar Ray - Kitchen Manager 



Olive Garden Restaurant 

665 N. Orlando Avenue 
Winter Park, Florida 32789 
(407) 740-7117 

Dave Saylor - Manager 



EDUCATION: 



ACTIVITIES: 



Crew Member 

-opened and closed restaurant 
-maintained Milkshake Machine 
-responsible for all food preparation 
-operated computerized cash register 
-offered management training position 

Speciality Cook 

-prepared garnishes for sandwich plates 

-maintained fryers 

-measured and mixed ingredients according 
to recipe. 

-occassionally served orders to customers 
-selected for special presentation of 
, Relish Trays 

Speciality Cook 
-prepared takeout orders 
-trained new pasta makers 
-trained take-out and delivery drivers 
-served food to waiters on time 
- -prepared appetizers, relishes and 
garnishes 
-floor coach 

-Lake Howell High School 

-St. Augustine Technical Center 

-Technical Education Center of Osceola 

-Future Business Leaders of America 
-Future Homemakers of America 
-American Culinary Federation, Junior 
Member 

-VICA (Vocational Industrial Clubs of 
America) 



REFERENCES AVAILABLE UPON REQUEST 



RESUME ROUGH DRAFT FORM 



Name: 

Address: 

Phone Number: 

Career Objective: 



Work History: 

Name/Address/Dates/To/From Responsibilities 



Name/Address/Dates/To/From Responsibilities 



Name/Address/Dates/To/From Responsibilities 



Education/T raining: 
Name/City/Degree 



References furnished upon request. 



RESUME 



A Resume is your personal advertisement to a prospective employer. It 
communicates your strengths and abilities, highlights your accom- 
plishments, and provides a summary of your achievements. It sells your 
qualifications and your potential. Your resume is also a direct 
MARKETING TOOL. The MAIN PURPOSE of the resume is to get an 
INTERVIEW. A resume is a reflection of you, your personality, creativity 
and ability to express yourself. You need to focus on what you can 
contribute to the company. A resume is designed to speak to and focus on 
the needs of a particularly employer. It is composed and designed with 
someone or some purpose in mind. 

WHAT MAKES AN EFFECTIVE RESUME? 

An effective resume is persuasive or convincing. It captures an employer’s 
attention and brings you immediate recognition. Your resume sends a 
powerful message that will greatly influence your success in the job 
market. The single most important elements of any resume is visual 
presentation. Your resume must capture the employer's attention. 

As large companies receive thousands of resumes a year, it is easy to 
understand why many go in the garbage within hours of the time they are 
delivered by the mailman. Therefore, it is important to create a document 
that provides the necessary information with which the employer can 
make a decision. 



RESUME DO'S 



1. 

2 . 

3 . 

4 . 

5 . 

6 . 

7 . 

8 . 
9 . 



10 . 

11 . 

12 . 

13 . 



"Hook" your readers;- include key points about yourself that 
will make the reader want to find out more. 

Highlight your strengths - concise summary of your best "selling 

Structure your resume like a pyramid - most important things should 
be near the top. Always start with your best features. 

Be sure your resume is easy to read - (Keep It Simple & Short) 

Keep your sentences short - use action words. 

Help your readers know what to read - use "bullets", dashes. 

Support your objective - make sure your resume shows clearly why 
you are qualified for the job you are seeking. 

Keep your resume to one page. 

Answer the question that every employer asks - "What can this 
person do for me?" If your resume can answer that question, you 
can get an interview - and an interview can land you a job. 

It should be typewritten with NO mistakes. 

Use only good quality white or ivory paper and matching envelope. 

Be accurate - ALWAYS tell the truth on a resume 

Be confident accentuating all your abilities, qualifications, and 
accomplishments. 

Your ability to communicate on paper will directly affect your chance 
of career success. 



er|c 
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RESUME DONTS 



Don't lie - Don't stretch the truth 
Don t copy someone else's resume 
Don’t write long sentences 
Don't use long lines 

Don t put more than four lines together in one "block." 

Don't be vague 

Don t include information that is not relevant to an employer 
Don't include "personal" information 

Don't list a reference unless you have the person's permission. 
Don't build your resume around dates. 



PARTS OF A RESUME 

Your resume s look and content will vary, depending on your goal. 
Whether you are trying to land your first job or make a career change, you 
can create and style your resume around your unique credentials. 

Objective - statement of intent. There are two types: 

1. Targeted - identifies a specific position you want 

2. Generic - identifies generally (in sentence form) the type 
of position you desire within a particular field. 

Summary Statement - When you have five or more years of experience in 
a particularly field or industry. Used as an alternative to the objective. It 
portrays, in sentence form an overview of your credentials. 

Qualifications - highlight and summarizes your areas of expertise. It tells 
the employer what skills you have to offer. There are two ways to present 
your qualifications. 

1. Short Form - Four to six main areas of expertise. You highlight 
your strengths and identify your abilities by presenting them in a 
concise list. 

(Purchasing, Marketing, Testing, Accounts Payable) 

2. Long Form - Six to eight main areas of expertise in an expanded 
format. Focus on specific skills and/or knowledge you possess. 

(Human Services - Patient Relations; quality patient care; 

.. Awareness of Community Services; agency referrals; 

.. Evaluation Techniques; specialized assessment methods) 

Professional Experience - summarizes your employment history. It tells 
the employer the following information: 

Places of employment Job titles 

Date of employment Responsibilities 



Education - outlines your training and schooling. Such as: degrees, 
certificates, continuing education, including professional workshops a- 
seminars. 



References - are always provided upon request. They should not be listed 
on your resume. Your references represent professional, personal, and/or 
academic contacts. 

ACTION WORDS 



Developed 


Initiated 


Coordinated 


Controlled 


Advised 


Authored 


Performed 


Implemented 


Analyzed 


Designed 


Maintained 


Recommended 


Operated 


Explained 


Reviewed 


Monitored 


Suggested 


Complied 


Generated 


Adjusted 


Produced 


Revised 


Created 


Adapted 


Supervised 


Instructed 


Planned 


Enhanced 


Built 


Modified 


Wrote 


Reported 


Assisted 


Negotiated 


Evaluated 


Trained 


Documented 


Provided 


Persuaded 


Augmented 


Researched 


Edited 


■ Accomplished 


Reorganized • 


Formulated 


Enlarged 


Motivated 


Consolidated 


Merged 


Administered 


Established 


Conducted 


Investigated 


Taught 


Coached 


Counseled 


Budgeted 


Cultivated 


Tested 


Steered 


Interpreted 


Formulated 


Merged 


Won 


Obtained 


Instituted 


Diagnosed 


Took part in 


Was in Charge of 


Was responsible for 
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Integrated Curriculum Activity 
# C-32 



1. Discipline/Course Unit: Freshman Composition I 



2. Related Disciplines: Office Skills 

Computer and Word Processing Skills 
All technical areas 



3. Topic/Competency/Goal: Upon completion of this component the student should 

be able to read a Want Ad, understand the different 
types of Want Ads, put together a cover letter and type a 
final draft utilizing current technology. 



4. Integrated Learning Activity: < 

A. Student Preparation 

1. Materials, Supplies, AV Equipment 

Classified section of the Orlando Sentinel 

Paper 

Pencils 

Word Processing Equipment 



2. Preparation for Activity /Prerequisite 

Research the classified ad section, plan and write a cover letter. 
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B. Description of Integrated Learning Activity: 

To have students, research, plan, write and proofread their cover letter 
for employment. 



C. Assessment: 



5. Instructor Resources/References: 

Sunday Orlando Sentinel Classified Section 

Dynamite Cover Letters . Ronald Krannich & Caryl Rae Krannich, Impact 
Publications 

How to Fin d and Apply for a Job. John Kushner, Southwestern Educational 
Publishing 

Want Ads Handout, “Tips for Building a Successful Cover Letter” Handout, 
and Cover Letter Checklist 
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6. Integration of Technical/Academic Courses: 



Data must be obtained through research of the classified ad section by the 
students. The project will emphasize a real-life situation. 



7. Developed by: Date Developed/Revised: December 1995 

Janet Cook 

Communications Committee 



Valencia Community College 
P.O. Box 3028 
Orlando, FL 32802 
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WANT ADS 



\ 



There are three types of want ads. The first type is a regular want ad which 
is where you apply to a specific company. The second type is a blind box ad 
which is where you apply to a Ad# 0000 or to a P.O. Box with no company 
name mentioned in the ad. The third type is a phone/fax want ad which is 
when you fax your resume and cover letter. Listed below are examples of the 
three types of ads. 

Regular Want Ad: Bookkeeper/Paraprofessional 

For West Orlando CPA firm. Exp’d in 
computerized acctg systems. Send resume and 
salary req to: Harold Keene CPA, 826 N. John St, 
Ste 103, Orlando, FI 32808. 



Blind Box Want Ad: Accounting Assisant 

Local contractor seeking exp’d Acctg. Assit. 
A/P exp a must. Good input skills. Must be 
organised. Excellent pay & benefits. Send 
resume to: Reply Orlando Sentinel Ad #2099 



Phone/Fax Want Ad: Attendance Statistician 

Must be good with numbers, detail-oriented, 

' familiar with computer spreadsheets. Must 

work weekends. FAX resume to Water Mania at 
407-396-8125 "ATTN: Gary 



Cover Letter Checklist 



Use this checklist to critique your cover letters. If you can answer "yes" to 

every question, you have an excellent cover letter. 

1. Is your cover letter addressed to a specific person? (Are you sure that 
this is the correct person and that you have spelled the name and the 
title correctly?) 

2. Does the letter state clearly why you are writing? 

3. Does the letter tell the employer why you are qualified for the 
position you are applying for? Provide examples of your 
qualifications. 

4. Does the letter tell what you can contribute to the organization? 

5. Make sure your letter highlights the most relevant facts about 
you and your background? ' • 

6. Does your letter use "action words" to describe your skills, 
accomplishments, and qualifications. 

f " , 

7. Does your letter respond directly to the job description? If so, does it 
address each of the points mentioned in the job description. 

8. Make sure your letter does not include "jargon" that might not be 
-* understood by the recipient? 

9. Is your letter persuasive? 

10. Does your letter avoid negative statements and apologies? 

11. Have you cut out tilings that seem vague or insincere? 

12. Are the paragraphs short (no more than five lines each)? 



13. Does your letter fit'neatly onto one page? 

14. Is your letter well typed and presented? 

15. Does your letter include your name, address, and phone number? 

16. Does your letter ask for an interview? 





TIPS FOR BUILDING A SUCCESSFUL COVER LETTER 



1. The purpose of a cover letter is to get an employer to read your 
resume, a copy of which accompanies the letter and to get you 
an interview.. 

2. Your goal is to give your reader enough information to interest him 
or her in looking at your resume, but not so much that the reader is 
overwhelmed. 

3. It is best to address your letter to a person, so always research the 
company you are applying to and find out the name of an individual 
to write to. 

4. Include your address and phone number and the date. 

5. In your first paragraph tell your contact what you want and how you 
know about his/her organization. If you have been referred, be sure 
to name your referent in your first paragraph. Keep it simple. 

6. In your second paragraph give a concise overview of your work 
history and the skills you have that will help you perform the job. 
Give only information about your qualifications that are related to 
the job for which your are applying. 

7. In your third paragraph state your confidence in your abilities and 
ask for an interview, give information on how you can be contacted. 

8. -' In closing your letter use a businesslike closing to the letter. A good 

closing would be Sincerely or Yours truly. 

9. Be sure to sign your letter and type your name beneath your 
signature. 

10. Alert your reader to the fact that another document - your resume 
accompanies your letter. 

11. Be sure to proofread your cover letter. Mistakes are not acceptable. 

12. Handle the letter carefully to avoid a dirty appearance. 

o 

ERIC 
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COVERL&TTER WORKSHEET 

This page shows how to write a cover letter. A cover letter persuades the 
employer to consider you for employment. The letter should be brief and 
factual. Use this worksheet as a guide. 



Date: 


Month, Day, Year 


Sent to: 


Name 

Title 

Company Name 

Address 

City, State, and Zip Code 


Greeting: 


Dear 


Self 

introduction: 


Begin with a statement about who you are. 



Statement of 

purpose: Why you - are writing this letter? 

Message (the 



"hook"): 


Show the employer that you are the best candidate for 
the job! Be warm and friendly. Refer to your past 
experiences that show that you are qualified for this job. 
Let the employee know that you -have done your homework 
and know something about the job and the company. 


Concluding^ 

statement: 


Include a final remark on why you would be the best 
candidate for the job and request to hear from the 
employer as soon as possible. 


Closing 

phrase: 


Use a formal ending, such as "Yours Truly" or 
"Sincerely." 


Signature: 


Use your best penmanship to sign your name. Print or 
type out your name beneath the signature. 



123 



Mathematics 



19.4 



Orange County Public Schools • Osceola District Schools • Valencia Community College 



Integrated Curriculum Activity 

# M-l 



1. Discipline/Course Unit: Mathematics/lntermediate Algebra 



2. Related Disciplines: Algebra, Surveying, Drafting 



3. Topic/Competency/Goal: 

a. The student will perform appropriate algebraic operations to solve equations. 

b. The student will calculate distances using the Pythagorean theorem. 

c. The student will write the equation of a line using the slope and a point. 



4. Integrated Learning Activity: 

A. Student Preparation 

1. Materials, Supplies, A V Equipment 

a. Blank paper 

b. Graph paper 

c. 3-4 tape measures at least 25 foot long 

d. Rulers 

e. Stopwatch 

2. Preparation for Activity/Prerequisite 

a. Review basic operations of graphing. 

b. Review the form for linear equations. 

c. Review the methods for using the Pythagorean theorem. 

d. Review the methods for solving a linear equation. 
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4. Integrated Learning Activity (continued): 

B. Description of Integrated Learning Activity 

The instructor should prepare by setting up one long tape measure to act as the 
straight line distance which the students will line their paper airplane flights up by. Other tape 
measures need to be available to measure the actual distance and the deviation distance from the 
straight line. (The actual distance will be the Hypotenuse of the right triangle formed by the 
three measurements.) 

The students should be assigned ahead of time the task of designing and building a paper 
airplane which will fly as straight and as far as possible. Have the students fly their planes and 
record the information for problems 1 through 5 on their data sheets. Following their flights, 
students should read and follow the instructions on their data sheets to complete the exercise. 
They wall be constructing a scale drawing representing the data associated with their plane's 
flight. 

An extension of this exercise could include having students do multiple flights and plotting 
the multiple landing positions on their drawings. The students could then find a "line of best 
fit" for the data they have collected and make predictions about future flights. 

ALGEBRA AIRPLANE PROJECT 
Data Collection Sheet 

Design a paper airplane which will travel as far and straight as possible. Record the 
following information about your flight. 

1 . Flight time in seconds, (round to 1 decimal point.) 

2. Straight line distance, (round to nearest half-foot) 

3. Actual distance from start to plane, (round to nearest half- foot) 

4. Measured deviation distance (distance from straight line to plane), (round to nearest 

half-foot) 

5. Did your plane land to the right or left of the line? 

6. Title your graph paper "Airplane Lab", (see attachment for example) 

7. At the bottom center of your graph paper mark a starting point. Label this point X. 

8. Draw a vertical line from the starting point X just under the title. 
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4. Integrated Learning Activity (continued): 

9. Draw a horizontal line touching the bottom of the vertical line on your paper. 

10. Record a scale for your graph (maybe each block = 6"). For the bottom scale, the X is 
the zero point, and mark each direction positive from zero. 

1 1 . Mark a point on the vertical line corresponding to your plane's straight distance. Label 
this point Y. 

12. From point Y, move over horizontally the number of feet and the direction your plane 
deviated from the straight line. Label this point Z. 

1 3. Draw a line from Z to X, forming a triangle. 

14. Label the line between X and Y "A." 

1 5. Label the line between Y and Z "B." 

16. Label the line between Z and X "C." 

1 7. Determine the length of line "C" using the Pythagorean Theorem: a^ + b^ = c^. 

1 8. What was the actual distanced which you measured from the flight? 

1 9. What was the actual distance you calculated from number 1 7? 

20. Compare the two amounts from 1 8 and 19. How far off were your calculations 0 

21 . What percent error is the difference?(difference divided by actual amount and convert 
to percent) 

22. What are some reasons why your measured distance and your calculated distance are 
different? 

23. Use the distance formula (D=RT) and the data you collected to calculate the speed of 
your airplane's flight in feet/second. 

24. Convert #23 to miles per hour. 
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